
REVISED TIME STUDY 
DESKTOP ICON  

On each SPIRIT enabled computer in the local agencies, this icon will be present when 
the next rollout occurs.  Left click on this icon and you will be taken to…… 



 

 

This is the initial page of the new Time Study log in.  The user name and password are the 
same as you use for logging into SPIRIT.   
 



This is where the time recording starts 
Are you ready? 

You will notice that your C number appears to the left of the calendar tab.  Click on the 
calendar and choose the day that you would like to enter.  Another note, your center tab 
should contain your local clinic name – if not, use the drop down and find your clinic and 
click on it…… 



When you choose a day to add how you spent your time, this is what will come up.  You will 
notice that there are only six spaces to choose a task and to enter a duration length (in 
minutes).  If you need more they will appear as needed. 



You will need to look through the list and know all of the activities you can choose from.  
These are the same that were part of the former Excel spreadsheet time study.  Once you 
are familiar with the service that you normally perform on the days you are in the office and 
charging time to the WIC program, it will be a lot easier to find because  
you will know where to look.. 



I have added a WIC aide certification and spent 30 minutes on that task.  Each time you 
enter a Task and/or a Duration I would suggest that you click save and it will be there 
when you come back to finish out the time for that day.  You can either minimize the 
screen or Log Off.  If you click on Log Off and you have saved your information, it will 
prompt you with…… 
 





This notice will appear and you will need to choose which action you would like to 
take…. 



So, this day is ready to Save and then Log Off……but wait – I have just noticed the word Copy 
and I am curious as to how I can use that……. 



Notice the change on this screen versus the last screen?  There is a check mark in the Copy:  
Select date > select copy > then select date and save. 



Voila!  Different day, same information with one click!  Easy and fun?  I think so! 



Another day, another example…. 



To view or review what you have saved in the time study – click on the word View and these 
three choices show up.  I believe that your choices will be somewhat different, depending on 
your assigned duties. 



You can view a monthly summary of your time entered and the category that it is 
assigned to. 



As the collector of time studies, I can then look at the end of the month and see who hasn’t 
entered any time and “gently” remind them to do so. 
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Questions?  

If you have questions, or concerns once you 
start using the Time Study, please call  

The State Office at 1-800-433-4298 or 

E-mail them to: 

blahr@mt.gov 

 

Thank you! 




